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19 b8 entisfuctary but the wvolume of wark should roguiive scaswhod less
than fall time. Wk fectozs sre as fallowe:

1.
2.

i
5.

S.
Te

b.

Pallov up on repiies to Aduinistrative dispatelwms. TS per month
ROROTRA S 200 por month
Regntain ofPice Clles. & drmmr

Prepare oorvespondomoy arigiratisg in the

Hrise of the Chicf.

Serves a5 recoytisaisy Do phone mnsmm&m
mmmmmmmmwm-

sintonznos of Mmmym

Revise thc Dispateh “fellew uwp” Mum
vided in the attached procedure.

Abetrects e belag furnished with ench dige
pasch for the pwrposs of sixglifying the semy
logs mminteined tinenghout the Divisions. %he
poposcd procedhare sakes use of theoe sbstawots
asl ahoulsd grustly reduce ths time reguived to
maiotalin the prosest ayatem which yegiires the
writing cut of & camplets log cotey foorr emoh Cope.

Becowmeondntion: Befwce ths wek imwvalved in the sscigesst of
cratral madere e mimovanda initisted in tho
¥y Tiling coples of the acoowerds
In tho clvone fils isavead of writing out ell
the iufoarmstion mow entored L the combrel registur.

Justification: The progooed systes will save the time of typing
et o coaptste log emtyy in the register fur each case.
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Arohives. The ID/F Becerds Officer bas boenm Foe
quested to ovtain btreelnwes fUr you ca the evurses
that sre availadle.)

b, Bocemmsdaticn: Assigs the Oacurdty Officer fumstion to this
poadtion.

Justificetiont The duties can be ascwmed without imterfering
with preseat sasigumsuts. Me Cunctiss 48 2ow !

w the Persommel Offtosr whs £ having ‘

aif?icclty ia handling perecamel tasks vithin

Attashoont!
Tagk list of Becurity Officer
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